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This Job Aid shows how to: 
 

 Login to PACE 

 Find OSD Training Events  

 Register for OSD Training Events  
 
Please Note: This job aid is to be used by Municipalities, Businesses, and Non-State Government Entities Only. 

 

 

Stop! Important!  Please print out these instructions prior to logging in to 
the PACE web site.  You will need to view these instructions to register.  
 

After you print the instructions, open the PACE web site by typing this URL in your browser’s 
address line or simply click on this link: www.pace.state.ma.us/osdnonhrcms/default.asp 

 

1. If you have been in the Pace Site before and 
registered, enter your Login ID, Password, 
and Click Submit.  

 
Note: If this is your first time at the Pace Site, 
you will need to Register. Click Register to begin 
the registration process.  

Place Screen Shot Here 
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2. Create a Login ID and Password. You will 
enter this Login ID each time you access the 
site. Your Login ID and Password should 
consist of at least four letters and/or numbers 
and is case-sensitive.  

 
Note: The password is temporary and you will be 
prompted to change your Password the first time 
you access the site.  

 

3.  Next, you will be prompted to select an 
Organization and Sub on the next 
registration screen.  Follow these 
instructions very carefully: 

 Root Organization: select 
Commonwealth of Massachusetts – 
Executive Branch  

 Click Expand.   
 Sub-Organization:  use the drop down 

box and select Municipalities/Non State 
Government   

 Click Expand  
 Sub-Organization: use the drop down 

box and select OSD-Operational Services 
Division Municipalities/Non State  

 Click Select. 

  

Place Screen Shot Here 
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4. Continue with the registration process, by 
filling out the User Profile form.  

 Enter all required fields with an *(asterisk).  

 Each user must enter a valid email address. 
Your confirmation is automatically sent using 
this address 

 Click Submit once completed. 

5. Once complete, click Next.  

6. Type the Login ID, and Password you 
entered previously 

 Click Submit.  

 

Place Screen Shot Here 

Place Screen Shot Here 
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7.  You are prompted to create a New 
Password.   
 This Password is permanent and will be 

used each time you access the system. 
 Your Password should consist of at 

least four letters and/or numbers and 
is case-sensitive.  

 Click Submit and you will go to the 
Campus Map. 

 

8. Select Student Learning Center from the 
PACE Home Page.  

 

Place Screen Shot Here 
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9. Select Course Catalog link.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. To find your course: 

 Topic field should read All 

 In the Keyword field enter: OSD  

 Click Search 

 Results will appear in the box on the 
lower left side 

 Scroll to find the name of the class for 
which you want to register 

 Select the info icon to the left of the 
course name to view the course 
information  

 The Course Information will appear in 
the box next to the results box on the 
lower right hand side of the screen(see 
below). 
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11. To successfully enroll: 

 From the Course Details, choose date of 
course you wish to enroll in, you may 
have to scroll down to see all the 
information 

 In the Your Options field Click Enroll. 

 You will receive a message that you 
have: “*You have successfully enrolled in 
the OSD Training Event.” 

 You will also receive a confirmation 
email.    

 
 

 

*Important: If you need to Cancel Class Registration, please follow the steps listed 
below. 
 

 
         Cancel Process: 
 

 Log In 

 Select “Student Learning Center” 

 Select “Course Catalog” 

 Enter “OSD” in Keyword Search Field 

 Select icon for Class you would like to Cancel  

 Select “Cancel” 

 

If you have any problems contact:  osdtraining@state.ma.us 
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